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MRS. PHYLLIS |. DALTON

LIBAARY CONSULTAN Y
Telephona

916-929-0292

2589 Garden Highway

Sacramento, Cahfornia 95833

September 1, 1975

Mr. Edward F. Sintz, President
Florida Library Association
One Biscayne Boulevard
Miami, Florida 33132

Dear Mr. Sintz:

| am pleased, as library Consultant to the Florida Library Association, to submit to you the
report, Information, Reference and Research Service to Florida State Government.

The report incorporates the inforrnation acquired during the on-site visit, the discussion at the
working seminars held during that period, the advice and counsel of the Advisory Committee on
Library Service to State Government and from the many people in state government who gave
their time and thoughts to the development of a plan for providing library service that will meet
the needs of state government agencies and personnel in Florida. Valuable, also, in the
development of the study and report was the information, both descriptive and statistical,
furnished by the State Library of Florida and by the concerned librarians and staff members in
the libraries and information centers — special, academic and public fibraries throughout the State
of Florida. These, plus the profiles of the librarizs and information centers and the many
excellent materials provided which pertained to Florida State Government and its library
information, reference and research needs, became the basis for this report on a plan of action
for the services to be provided.

It is proposed that the report’s recommended action be taken in stages of implementation but
with large segments being developed in each stage. It is important that the service begin at once
so that the State Government of Florida will have the immediate benefit of the library services
to be offered. It is my hope that the result of the implementation will be the provision of
library service to all of the personnel of state government in Florida and that this service will be
a constant one that grows and develops.

Sincerely yours,

!\ 3 y N = 'a‘ Ly

Phyllis 1. Dalton
Library Consultant




TABLE OF CONTENTS

Page

Letter of Transmittal
ABSIFACL o o o o
Plan of Action for Library Information, Reference
and Research Service to Florida State Government . . . . . . . .« o v oo o]
1. Introduction . . . . . . . . . oo e e e C e 1
2. Organization of Service to State Government . . . . . . . ... R
3. Specific Services to be Provided . . . . . . ..o oo .3
4 Availability of Special SEVICES - + + + + 1 e 14
.5, Making the Availability of Services Known . . .. . . . . ..o oo 16
6. Anticipating the Needs of State Government . . . . . . . ... . oo 17
7. Meeting Known and Anticipated Needs . . . . . . . . .. .. e 18
8. Efficiency and Effectiveness of the Service . . . . . . .. e e e e e e e e 20
9. PersannelRequirements.,..“,,.4”.‘,,i.;i...!.“g..i.EZZ
10. Recommended Position Descriptions . . . . . . . . . o e e e e e e 23
11. Communications for Effective Service . . . . . . . . .« o o e e e 27
12. Summaryofﬁec@mmendatians!i..!,,.,.,.i......,,i_.g..,.,.?S
Appendices
1. Alternate Plans for Providing Service to State Government . . . . . . .. . . . .. 1A
2. Development of the Recommended Plan . . . . . . ... ... .. . 3A
3. Characteristic Needs for Libration Information, Reference

and Research Service to Florida State Government . . . . . ... . ... ......6A
4. Characteristic Patterns of Service Presently Available . . . . ... ..........8A

Basic Assumptions for Information, Reference and

Research Service to Florida State Government . . . . . . . . . .. . .. . .....1B
6. State Government Use to Be Made of the Library

Infermation, Reference aﬁd Research Service . . . ... .. ... .+ cu..<...1C
7. Selected References Utm2¢=d in the Develapment

of the Report of the Study N 1
8. Service Areaand Service Points . . . . . . .o ....1E



O

ERIC

Aruitoxt provided by Eic:

ABSTHACT

TITLE: tdormation, Relerence and Research Service to Florida State Government
AUTHOR: Phyths t Dalton, Library Consultant, Sacramenta, California

SUBJECT: A Plan of Action and Recommendations for Implementation by Phases
DATE: 197%

SPONSORING AGENCY: The Florda Lilmary Association

SOURCE OF COPRLS. lies State Libraty of Florida

Supreme Court Bonlding

Tallahassee, Flonda 32304
NUMBER OF PAGES: 32
ABSTRACT: The past severat years have brought growth in the size of the Florida State
Government and i the scope and the complexity of the subjects to which it must
give  consideration.  The outlook for the future is continued growth and
development throughout the State and i the State Government. The concerns of
and the demands on state government now result from the many concerns of the
people of the State of Florida:  the aged, the arts, land use, housing, drug

addiction and its treatment, population density and many, many more.

As a result of this scope of complex responsibilities, the needs of the personnel of state
government for access to the latest authoritative information has grown correspondingly. This
need emphasizes the vital necessity for information, reference and research services to be
available through a correspondingly rapidly growing body of information and through

information and knowledge sharing.

The State Library of Florida must be available for providing a rapid flow of information, reference
and research service to the state departments of government and their personnel. This agency must
be able to provide immediate delivery of information, of documents and also have the capability of
anticipating needs for information, reference and research services. The response must be immadiate

and the information provided in whatever form that is appr@priate._

Quick information, resource materiaié, reference service and research services must be available to
all people in state government in order that there is a totaily informed state government for the
people of Florida. The State Library of Florida will provide such materials and services through
adequate funding and through the acquiring of personnel appropriate to this service and the

resources necessary in materials, communications and operating costs.

This study has identified the needs for information through on-site visits to the agencies of

government, to the existing working libraries and information centers, through a questionnaire on
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“teformation Needs™ and o gquestionnare on “taformation Service,”” Both of these questionnaires
wirte af a profide nature rathen than statistical compilations, These visits were supplemented, as wore
the questionnaires, by three seminary for all stiate agency personnel - 1. Information needs and
tesoarces prosently availablis 20 Resource needs required to meet the need for information. 3.
Plenning far the tuture resources o meet the information needs of the future state government. A
meoeting of heads of the present working librares and information centers in the Flonda State

Government was held 1o enable a ditermination to be made as to how best to meet the present and

future needs for infarmation.

The Consuitant also met with the Advisory Council chaired by Secretary of State, Mr. Bruce
Smathers, to present a position paper on library information, reference and research service to state
qovernment and to present plans for the study. The Consultant also received suggestjons from the
Advisory Council for the future needs of the survey and the anticipated results. The Consulant also

visited university libraries and public libraries in Tallahassee, Gainesville and Miami.

The results of the needs assessrment and the resources assessment resulted in thé fDIIDwing plan: The
State Library of Florida will provide the information and coordination that is required on a
comprehensive basis. The information, reference and research needs can be provided by the State
Library of Florida and satellite libraries developed as there is an identified need; the Division of
Archives, History and Records Management will continue to provide its specialized services; the
Division of Legislative Library Services — the Legislative Library will continue in its present
capacity; Specialized agency librariez rresently developed on an operating basis will continue to

provide specialized materials and servicos.

The State Library of Florida will have two relations with the State Government of Florida in the
fields of library information, reference and research services. It will serve as the information Center
for Florida Stats Government and also serve as a Coordinating Agency in its relationship with the
present specialized state agency libraries and infgrmatiah centers. To accomplish this purpose, the
Bureau of State Government Keference Service should be established in the State Library of Florida
with the capability of providing quick information service, reference service, resources, and research
service as well as providing the coordinating function. The Bureau would be established directly
under the Assistant State Librarian qf Florida with a complement of twelve positions, funds for
materials, communication and operations. The Bureau could be established in one phase but it can
also be effectively established in phases. |t would then become operationally totally effective in five

years or less.

The Advisory Council that was available to the Consultant during the study and the report would

continue to be advisory to the State Library of Florida in the development and operation of the
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ibrary mformation, reference and research service o State Government. The present make up of
the committer should  continue and be changed only when circumstances change in State

Governmant that would affect the working of the Council.

The predicted results of this information, reference and research service are many but among them
i the future will be: 1. One place for state government personnel to turn for information, reference
and research service: 2. An economy of time for state personnel through the knowledge of the
immediate source of information; 3, An economy of expenditure of funds for resources through
non-duplication of low-uswe resources; 4. An increased efficiency of state personnel through
improved information; 5 An ncreased effectiveness of present and future resources through

coonrdination.



PLAN OF ACTION FOR LIBRARY INFORMATION, REFERENCE
AND RESEARCH SERVICE TO FLORIDA STATE GOVERNMENT

1. Introduction

in the structure of the State Government of Florida there must be, of nécessity, an agency
somewhere to which the state agencies and their personnel can turn in large numbers for
information, reference and research services, The agency mu-st be one in which members of state
government, as a whole, have confidence in the knowledge available and the ability of the personnel
of the agency to deliver the information at the time neerjed and in the form required. The members
of the state government agencies must also have confidence in the discretion of the personnel of the
agency providing the service and their integrity. A service to state government personnel is
indispensable to them because it is the means for providing them with access to available
information, facts, knowledge and sources needed in their conduct of the business of state

government for the peaple of Florida.

Such a service provides the information an an impersonal basis as the materials are organized so that
such a quick, accurate information system is possible on an as-needed basis. The information
required and provided may be current information regarding situations that are constantly arising or
it may be historical Li:_ese;arch to provide the background for current problems. The service may also
provide materials in the form of books, pamphlets, clippings, newspaper or periodical articles or any
other materials that provide answers to the questions asked. The suggesting further sources of
information and the actual securing of that information may well be the requirement of other state
personnel. Requirements may also include the digesting or summarizing of information or
suggestions for a formal report. The service must be a dynamic intermediary for making the vast
amount of knowledge and general information available on a statewide, nationwide and worldwide
basis accessible to the personnel of the Florida State Government.

i

To set limits on the capabilities of such a service is most difficult for its resources are knowledge
and information as is its proaduct. The state agency that is the primary service to the people in state
government requires staff that is constantly alert to the kind of information needed to carry on
state government based on knowledge and to accumulate the materials that will be required by the
decision makers. 'The organization of the;materials must be such that all information can be
retrieved quickly and accurately and in a form that is appropriate. The service must have as its basis
that informational materials are to be acquired regardless of traditional policies and that the value

-

of the service is the dissemination of that information at the time needed.



A library service to state government personnel that provides information, reference and research
cervices must be an information center of current materials, many of which will be of a passing
nature but which are vital for the time for which they are needed. The staff of such an information
center must have an unusual knowledge of the information in the collection, a curiosity, an
awareness, unusual initiative, the ability to answer all guestions asked by direct answer or through a
longer search in other information centers and an imagination that will lead them into every
poscible avenue to find the answers. The staff must also have the ability to make themselves known
10 the state agencies and personnel so that the state agency providing the information, research and

reference service is not just an impersonal collection of materials with a staff to service it.

Of equal importance is the necessity for the service provided by the state agency designated as the
library information, reference and research center to have the freedom to develop a fluid
organization, To provide the valuable service to the state government, the ingenuity of those
developing the service should in no way be blocked by organizational rigidity of any kind — in the
organizational pattern or in the people who make up the organizations, Immediate success of the
service should not be the measure of the importance of the work being done, Good service of an
informational nature results in a demand of equal good service but time is required to assure people
that such good service is truly available and agcessible to all. Information concerning the elements
of the service must be constantly available to state government personnel and the best means of

making this known is through the excellence of performance.

Such a service is not an easy one to provide, State agency personnel are people with varying kinds of
problems from the most complex to the very simple ones. They come from a wide variety of
backgrounds both as to education, experience and prior use of information, reference and research
services. The work of the service is never completed as the personnel is ever changing, the problems
confronting state government are ever changing and the materials to provide the answers are ever
changing and usually are increasing both in number and in sophistication. The total need is to
understand the problems of the State, to have the information available to answer those needs and

to put the two together as effectively and efficiently as possible. -

2. Organization of Service to State Government

In developing a service to state government that will provide library information, reference and
research, those making the decision initially must consider carefully its placement in the
organizational structure of the state government. Will the agency be able to handle a large number
of people in person, by telephone, through correspondence? Will the agency be staffed so that it can

provide equal service to all state agency personnel — not only so staffed but with materials or easy
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access to materials that will assure equality of information, reference and research service to cach
member of state government? While it is true, all state government personnel will not make use of
the service, at least initially, the accessibility will be there. Wil the agency providing the service
duplicate unnecessarily a library information, reference and research service already being provided?

Such duplication is costly and should be avoided in the development of the over-all service.

Presently in the State of Florida there are approximately 40 libraries or information centers in state
agencies providing various levels of service. Some of these are fairly large special library collections,
organized and providing service through a librarian or an information specialist. Others are smaller
and specifically designed for the agency in which they are located or a part of that agency and are
managed by a staff member full or part time as an assigned part of the duties for that position.
There is also a group of collections of books or other materials that are small in number, have not:
been organized and do not have a staff member assigned or if one is assigned, other parts of the
duties of the position preclude the staff member from taking a responsibility for the book

collection.

It is recommended that the State Library of Florida be designated as the information center to
provide the necessary rapid flow of information to the state agencies and their personnel. Such a
designation would insure that the State Library of Florida is the main source of information,
knowledge and literature to provide their library information, reference and research needs. The
State Library of Florida would be able to provide immediate delivery of the documents and
information needed and desired and in whatever form appropriate. The State Library can provide
special reference services and information to personnel and agencies of state government through its -
own resources or through cocgeratir;g information sources. Through current awareness services,
information in whatever form it is best provided, the decision makers in government will have
immediate access to recuired facts and knowledge. Resource materials and research services wi!.! be
available to all in state government for the people, While the State Library will, to a certain extent,
follow traditional patterns of library service, the staff will also realize that the future of providing
library information, reference and research service to state government does not necessarily follow
established patterns of library service. The service will be dynamic with the information source
available through a dynamic staff motivated by the ideals of immediate, unlimited service. The legal
basis for the provision of library information, reference and research service by the Staté Library of

Florida is provided in Florida Statutes, 257.04 (1-4),

In addition to the service that will be provided by the State Library of Florida are the continued
services of the Division of Archives, History and Records .Management and the Division of
Legislative Library Services ~ The Legislative Library. Specialized services will continue to be

10
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provided by the specialized libraries and information centers in the state government that are

presently providing such setvices,

Because the library information, reference and research service of the State Library of Florida will
be expanded both in breadth and in depth, it is necessary that the State Library add a Bureau of

State Government Reference Service with the staff, resources and authority to provide the best

~possible service to State Government. Through the legal authority granted by the Florida Statutes,

its level of authority in the organizational structure of state government, its staffing, the resources

available and the service ideals followed, the Bureau will be able to function effectively.

The Bureau of State Government Reference Service will report directly to the Assistant Library
Director as do the Bureau of Library Services and the Book Processing Center with which it will
work very closely. The Bureau will be responsible for special services to Florida State Government
and along with the Bureau of Library Services will develop the materials collection of books,
pamphlets, audio-visual materials and other materials as needed. The Bureau of State Government
Reference Service will work closely with the Book Processing Center in the organization of the

materials as acquired for the collection.

Heading the Bureau of State Government Reference Service will be a librarian of Bureau Chief
status. |f the Bureau is phased in over a period of not more than five years, the Chief of the Bureau
will act temporarily as a liaison librarian to maintain contact with the other Divisions providing
informational service and with the specialized libraries. The main thrust of the work of the Chief of
the Bureau will be organizational, administrative and developmental. The Chief of the Bureau will
maintain constant contact with the activities of State Government so that the Bureau will be totally
responsive to the immediate needs of all facets of state government work. At the same time that the
Bureau is organized, a Librarian || should be employed to handle temporarily the questions for both
the administrative branch of government and the legislative. It is anticipated that the Bureau will
not be overwhelmed with questions for unlimited service the first year so that the work can be
handled by the Bureau Chief and one Librarian 11, |f this expectation is incorrect and the response
is immediately intense, the phases will need to be telescoped as far as the development of the service
isconcerned. A clerk should also be employed the first year to act both as typist and messenger. The
staff provided is minimal and may well have to be developed at a faster rate than the plan provides.
The plan is a flexible one and can well be developed within one or two years instead of over five

years.

The phasing in of the books and ocher library materials is provided at a slower pace at the first and
accelerates as the program develops. The State Library of Florida presently has and will continue to

provide a book collection which contains materials that are related to library information, reference

4
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and research service to state government. While the amount, kind anc duplication is not adequate
for an intensive service to state government, it can with gradual additions increasing throughout the
five years, be developed to meet the need and Iprc)vide the service. Book processing funds will, of
course, accompany the funding for materials in order that the collection can be organized for easy
and rapid access. To provide service and to make that service known to all state agency personnel
throughout Florida State Government, funds for communications are ever increasing and constantly

necessary.

As the Bureau is developed, a Librarian [11 will be required to handle the complex reference and
research questions that will come to the service. As the service develops, even before full research
service is added to the Bureau, the necessity for providing answers to comp lex questions will already
have occurred. The Librarian 11 will then become the information librarian for both . the
administrative and legislative branches of government. The Librarian 1l will act as reference
librarian for both the administrative and legislative branches of government until the foltowing year
when a Librarian 11| is added for the Legislative Branch and the first Librarian [l] can be assigned"

totally to the Administrative Branch of Government.

"As research is added to the Bureau’s activities, research specialists should be added for both the

administrative branch and the legislative branch of government. The second Librarian 11 will be
added as the reference librarian for the legislative branch of government so that there will be a

reference librarian for each of the two branches. A second clerk will also be added.

The final personnel to be added to the Bureau within the State Library of Florida will be a
Librarian | who will act as the Information Librarian for both the administrative and the legislative

branches of government, and a Library Technical Assistant who will provide non-librarian

- supportive scrvices to the librarian staff. The third clerk will also be added so that the entire staff

will be supported by a typist clerk, a general clerk and a messenger.

Along with the development of the organization of the Bureau of State Government Reference
Service, will be the development of coordination with libraries which can provide additional
informationai, reference and research matarials and services. It is recommended that the first such
liaison agreement be developed with the University of Florida Libraries at Gainesville. This
University has much tuv offer as a Regional Depository for U.S. Federal Documents. Specialized
collections within the University of Florida Libraries will supplement the State of Florida Library
collection presently held and as developed specifically for sarvice to State Government. The Florida
Information "Services of the University of Florida Libraries will also be of vital assistance in
providing for state government personnel all information that is required. In order that the services-
can be provided on a continuing basis and be well coordinated with the State Libfarv of Florida, it

5
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is recommended that a Librarian |1 be ér’nplaved by the State Library of Florida with a typist clerk
as supporting staff and that both be headquartered at the University of Florida Libraries. Selection
of the staff will be a joint respaﬂsibility of the Florida State Library and the Univer‘éity of Florida
Libraries. Thé Librarian assigned to work in the University of Florida Libraries will work closely
with the Bureau of State Government Reference Service so that ail'sewices will be coordinated.
While the Librarian headquartered at the University of Florida Libraries will be "dedicated” to
service to State Government, time will be available to provide some reference service within the
University of Florida Libraries. SQEh reference service will be helpful both to the University and to
the service to State Government. The details of the agreement will indicate how the time will be
allocated. Enough flexibility should be allowed to accommodate to changing conditions and high

and low service periods.

The Florida State University in Tallahassee is also a vital link in the library service to state

government, Its resources are in demand by state government and are close to the major number of

state government personnel. |t is recommended that at least two staff members of the Bureau of
State Government Reference Service be trained by the staff of the Florida State Um‘bﬁersity in
Tallahassee to utilize the resources of that Library so that the resources will be available without
constant utilization of the stéff of the Florida State University Library. -
All of the libraries in the Tallahassee area will be of service in assisting the State Library of F‘Iorida
to serve state government personnel completely. Thus, the resources of the Tallahassee area will bé
greatly increased through cooperative action, Many of the state government personnel are not
located in Tallahassee, however, Those who have access to library service in metropolitan areas such
as Miami will have access to the Municipal Library and the Business, Science and Technology of the
Miami-Dade Public Library System, Through the development of the computer output microfische
union catalog, known as Florida COMCAT, the locations of the retrospective holdings of the
network liEréry collections will be available. Also, through the development of the Southeastern
Library Network, known as SOLINET, Florida will have a union catalog of its network’ library
collections of new acquisitions. When both have been completely developed, the Bureau of State
Government Reference Service will have access to all materials in Florida libraries. Tﬁ“r@ugh the
work of the National Commission on Libraries and Information Science in the development of a
national network of information, resources and information will be available to the Bureau on a

national basis. Interlibrary loan can also be utilized on a world wide basis as needed.

There are, however, state government personnel who are located at a distance from any
metropolitan center and do not have public library service readily available. Many of these people
are employed by state institutions and have need for current as well as for retrospective
information. Where public library service is available, the Bureau of State Government Reference
13
6



Service should encourage the development of service to these state government employees. Where
public library service is nc\;}t readily available, the Bureau should give special attention to determining
the needs of these state government employees and filling those needs.

N
The staffing that will be recommended in this plan for action has taken into consideration only that
staff that would be directly involved in the service of the Bureau. Because of increasing service on a
yearly basis, supportive staff in other Bureaus of the State Library of Florida will be required.
Because service is now being provided to state government personnel on a limited basis because the
staff is not available to provide such service on a more extensive scale, some of the supportive staff
are now available. Werkload statistics should be carefully maintained, however, to ascertain when
‘and how much supportive staff will be required elsewhere in the State Library of Florida as the

library information, reference and research service develops.

3. Specific Services to be Provided

Because of the broad variety of needs that are represented in State Government in Florida, a broad
variety of services will be provided as basic functions, The Bureau of State Government Reference
Service will discover, acquire, organize and utilize all the materials that are most likely to provide
both immediate answers and more detailed information to questions, problems and activities which
arise in state government or are concerned with the operations of government. The answers and the
materials will be provided in whatever form is necessary for the satisfaction of the inquirer. Such
services are involved with making available factual data which are concerned both with the
substance and the techniques of government in general, The primary function of the staff of the
Bureau will be to determine whether or not the information sought can be found in the State
Library of Florida and if not, then to find the information wherever it may exist. Many of the users

_of the service may wish to be able to utilize the facilities of the Library independently.

14



INFORMATION, REFERENCE AND RESEARCH SERVICE TO FLORIDA STATE GOVERNMENT
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STATE LIBRARY OF FLORIDA — INFORMATION, REFERENCE AND
RESEARCH SERVICES —~ TO FLORIDA STATE GOVERNMENT
THROUGH CONTRACTUAL SERVICES

A University library will be selected that will best supplement the State Library of Florida as a
research resource that can actually produce results. Because the Florida State Library cannot and
should not duplicate resources that are located elsewhere in the State of Florida in supplying
services to State Gnvérnmenti an academic library should be selected for the first supplementary
source to provide this service. As the need arises and the success of the program proves itself, other
academic libraries and information centers can be added. It is recommended that the University of

Florida Libraries at Gainesville be the University first selected for contractual services.

. The liaison will be with the Bureau of State Government Reference Service and the Florida
Information Serﬁces in Gainesville as the two information centers, It is recommended that the
following be the staffing pattern for that service: A Librarian || plus adequate clerical assistance be
employed for the liaison staff by the State Library of Florida. The requirements will be that the
staff so employed have a special reference expertise and a special library outlook. The Librarian i1
and the clerical assistance will be headquartere® in the selected university library to provide the
additional information, reference and research services, The selection of the staff will be
accomplished jointly by the two information centers. The projects costs are: Staff — $20,000.
Communications — $5,000. Total cost — $25,000. '

STATE LIBRARY OF FLORIDA - BUREAU OF
STATE GOVERNMENT REFERENCE SERVICE

Recommended Budget:

Personnel . . . . . ... $150,000
Books and Other Materials . . ............ 400000
Communications . . . . . ...« ..+« ......20000
Book Processing . . ... ...v...........25000
Pilot Project Academic Library Contract ., . . ... . .25,000
TOTAL .. .. ... ... ... ... ... 5625000



Phasing in:
Fiscal 1977 —

Total Personnel —

‘Total — $132,000

Fiscal 1978 —

Total Personnel —

Total = $140,000

Fiscai 1979 —

Total Personnel =

Total — $131 ,000

Fiscal 1986 —

Total Personnel —

Total — $232,000

Bureau Chief (Temporarily also liaison librarian)
Librarian !l (Temporarily both administrative-legislative reference librarian)

Clerk — (Temporarily both *pist and messenger)

$37,000
75,000 Books and other materials
5,000 Communications
5,000 Book Processing
10,000 Half time contract with academic library

Librarian 11l (Temporarily both administrative-legislative reference librarian)
Research Specialist (Temporarily both administrative-legislative specialist)
Clerk (All clerical areas)

$40,000
756,000 Books and other materials
5,000 Communications
5,000 Book Processing
15,000 Full time contract with academic library

Librarian I (Legislative Reference Librarian)
Research Specialist (Legislative)
Librarian |1 (Legislative Information)

$46,000
75,000 Books and other materials
5,000 Communications
5,000 Book Processing

Librarian |
Library Technical Assistant
Clerk

$ 27,000
175,000 Books and other materials
10,000 Communications
10,000 Book Processing

Grand Total — $625,000 19



In such instances, the primary function of the staff wili be to provide individualized tutorial service
to the state government personnel. The librarians and the research specialists, in any case, will be
instrumental in utilizing the reference collection so that it becomes a part of a governrﬁental plan of
action. Such success requires staff with a dedication to rmake certain that each person utilizing the
service finds the materials best adapted to governmental needs — taking into consideration the level

of information required to fill that need and suited to the particular inquirer.

Another basic function of the Bureau of State Government Reference Service will be to anticipate
the specific subjects that will be of concern to governmental personnel. The staff will be required to
keep current on the problems facing state government. What is rnost likely to be of concern in the
next few months, for the coming year, in relation to state planniiig? What is happening in.other
states that may also become a part of the activities in Florida? What is happening on the national
level that will affect Florida State Government? The Bureau will have the material readily available

. to answer the questions that have been anticipated or will be able to locate the answer. in a reverse
., situation, the staff will also be aware of those problem situations that have ceased to be current.and

will revise the acquisition policy accordingly as well as retire the presently acquired materials from

current consideration,

In such a program of anticipation of events, the staff will acquire the knowledge of pressing needs
by the inquiries which come to the Service, by bibliographical and literature searches, through
newspapers, television, radio, periodicals and other means of current awareness for librarians. Brief
staff meetings each morning to exchange problems and information will enable the Service to find

lacks in the information available as well as solve some seemingly insoluble problems.

The Bureau criteria will of necessity be developed in determining the area of concerns and services
to be developed and priorities established. Shall the Bureau be concerned primarily with Florida
problems or shall the priority be the collection of information concerned with other states iq the
éenEral area or a selected group of states with problems similar to those of Florida? Many such
decisions will have to be made originally and reconsidered continually. The library of the Bureau
will resemble more nearly an information center or a large special library than the more traditional
library. The staff will have the characteristics of the special library or information center staff.
Ingenuity will be high on the list of required characteristics of staff members. While the standard
indexes and bibliographies are important, many of the questions that will be received by the Bureau
iN,\iIl not be of the type covered by the standard or even the esoteric librafy sources. Throwaways,
house organs, obscure speeches, governmental reports with a small distribution and insignificant

newspaper items will all be of utmost importance in finding the elusive fact required.
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While the best in standard reference materials should be available to the staff of 'thelBureau,i they
will need to be supplemented by the typewritten staff report or the taped hearin\g, a doctoral
dissertation or a technical report. Many times the material can be acquired free, at low cost or
better through an established exchange with other libraries or information centers; especially
excellent exchanges can be established and maintained with other state government reference
services in the several statesi‘Againi high on the pri@ﬁty list for qualifications for staff members is
the ability to discover sources of ephemeral materials and to know how to acguire that

informational item, Historical materials are essential to the operation of the Bureau but the most

current informatioh’is vital to its success. In organizing the material acquired, emphasis must be
placed not only on the detailed analysis of the contents but with the ease of retrieval of the
mfgrrﬂatlon The real test of the Serviceis the making available of the information and the material

at the moment it is needed.

In some instances the staff of the Bureau will make suggestions concerning other related subjects to
the inquirer. The staff can be helpful in approaching the problem from a different angle in the
research process. Literature searches by the staff can result in broadening the base for the inquirér
by bringing a large amount of related material but not tested as to quality. In the research process,
the staff can be helpful in weeding out materials of lesser importance. The work of the staff will
vary according to the intensiveness required far a particular problem — a balance must be
maintained between too much depth in the search and not enough. The extensiveness of the séarch
requires judgment also on the part of the staff. A search that is too extensive for the problem being

researched can be as confusing to a user of the Service as a search that falls short of completeness.

A basic function in the Bureau of State Government Reference Service is the acquiring of all items
requested by state governmental personnel for use in the course of their work. All materials will be~
acquired and acquired as rapidly as needed. The decision that must be made by the staff is whether
the item or items requested should be acquired permaﬁently for the collection, ac:qulred to be given
to the inquirer needing the information or secured through photocopying or lnterlnbrary loan or
some other means which is available. All questions are of importance; all questions must be
answered: all answers must be provided in the time-frame required by. the user. These basic prin-
ciplés taken together result in a 100 per cent response to questions, problems ani! comments

received in the time-frame set by the inquirer,

4. Availability of Special Services

At the time the research specialist becomes a member of the Bureau staff, special services can be
offered. T;"hraughaut the life of the Service the information service can be provided, the assisting

with indexes and catalogs, the literature searches, the collection of pertinent marked material and
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the collection of background material. Extensive reference service can also be a service of the
Bureau from the beginning. With the expansion of staff in ﬁumbegs and in background and
experience, special services can be given. on occasion. As with the basic functions, the judgment of
the staff must be relied upon. The emphasis must be on service, however, and if an érror in
judgment is made, it should be made on the side of providing the special services. In some instances
it may be necessary for the research staff to review the materials pertaining to the question asked
and to draw from the text the significant statements and compile them into a single document,
Such a compilation would be provided without critical comment to the inquirer. If the time and the
research make such possible, the staff can not only compile the statements but can extract them
from several sources and arrange them in logical sequence. The result would be a report without
critical comments. Such reports may be prepared in quantity if the situation requires that such be
done. In some instances, such reports can be prepared in advance as an anticipated report and

utilized when the question comes to the Bureau.

A service that is a special and valuable one is the development of an analysis of a research problem
that is brought to the Bureau. In making the analysis of the problem the researcher would delineate
the facts and provide the arguments for and against a pcinizb} view. A further service that can be
provided by an experienced research specialist in an area of competence is to provide an evaluation

of the points of view and to develop a proposed solution or to develop alternative solutions.

An excellent research service that can be provided to state government is that of providing a
compilation of comparative data. The search for the comparative data may be an easy one or it may
take hours of searching and of going to the source of the data itself even though contacting another
state or states is required in the search process. The data then would be ﬂevelaped into a study by
the research specialist so that the requester would not only have a listing of the data but would have

a comparative study available for use in decision making.

An extension of the above type of study that can be provided by the research specialist is not only
the study of the comparative data relating to the question but also a compilation of the views of
authorities relating to the subject being researched and compiled. Such a study takes the research to

the point that the views of several authorities in the field are applied to the comparative data.

Another special service that may be required on occasion and can be provided by the Bureau is the
effectiveness of actions that have been taken by other states in solving problems that are now
Florida problems. Such research will require the research specialist to go beyond the facts that are
available concerning the action taken by other states and to research the results that the action had
on the problem both positive and negative. if necessary, the information can be compiled into a

written report, : 2 2 .
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Background research is often vital to state government personnel. Because so many-of the problems
that require solution have appeared before in Florida State Government or in another state, the
research specialist can save the state government personnel hours of time by researching the
question to determine what prior attempts were made, their success or failure, the climate of the

time as related to the proper solution, and other pertinent facts that may be revealed in the search.

5. Making the Availability of Services Known

If the Bureau of State Government Reference Service is accessible to the state government
personriel of Florida and if it provides the basic information, reference and research services as well
as the special ‘services, the availability of the services will be well known throughout state
government through the excellence of its performance. Because one of the purposes of the Service is
to provide to all state government personnel equally the benefits of a special library, an information
center and a research service in relation to their governmental work, public information must be

provided by the Bureau to insure that all know of the assistance that can be given.

Specifically, some of the means of making the services known include: A brochure which describes
briefly and in an attractive manner the variety and quality of assistance the Bureau can provide
should be widely distributed. Such a brochure should be produced in quantity, distributed to all
state personnel and revised frequently. An inexpensive but attractive and informative brochure that

is revised frequently is more effective than a more extensive and expensive leaflet.

Personal letters are effective but form letters are less effective. Personal letters should be sent when
the Bureau has acquired materials affecting a particular agency, when suggestions are desired
concerning the need to acquire materials, when invitations should be sent to specific personnel to

review a new collection of materials in which they would be interested or on any similar occasions.

_ On-going bibliographies, reading list and one page subject descriptions of one or two items of

interest can be made available to state agencies and personnel for which they would have interest.

A newsletter issued periodically which provides brief notes concerning items of interest about the

State of Florida and Florida State Government will increase fhe interest in the services of the
Bureau of State Government Reference Service. The source of the information contained in each of
the items of brief information should be indicated as well as the availability of the source in the

Bureau,
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Bookmarks briefly describing the service of the Bureau can be inserted in the materials sent to the
state personnel making use of the service. A statement of the services provided by the Bureau can be
provided on the pad of request forms that should be made available to state agency personnel to

facilitate the requesting of information and the receiving of it.

Personal contact is vital to the success of the services of the Bureau, Every opportunity should be
taken to present the services at conferences, at orientation sessions, in training sessions and in
seminars provided by the Bureau itself, Such presentations should be brief, lively, interesting and

illustrated with materials that are pertinent to the audience being addréssed.

A good messenger service is one of the best methods of informing state personnel about the service-
provided by the Bureau of State Government Reference Service. A messenger service is a visible

result of the Bureau’s activities and one that is prized highly by all who benefit from the service.

All information concerning the service should have a direct benefit as a part of the information
element. Although all of the methods recommended are relatively inexpensive, each will more than
pay for itself through time saved by the personnel of state government and through the

performance of an informed state government.
6. Anticipating the Needs of State Government

Probably the greatest service the Bureau of State Government Reference Service can perform for
Florida State Government is the successful anticipation of problems that will be confronting the
people ‘in State Government. This factor alone, if successfully accomplished by the staff,
contributes more than any other to the efficiency of the Service. Such an anticipation means that
the Bureau will have available the materials for answering the questions before the questions are
asked; information will be available for solving the problems before the problems are preseﬁted; To
make such anticipation a reality, the staff of the Bureau must foresee possible studies that will be

required, legislation that will be considered, conferences that will be called, crises that will arise.

It is essential that the staff of the Bureau know what is happening currentiy and through experi-
ence, events that will take place in the future, It is essential, also, that the staff know the Florida
State Government structure and personnel to the fullest extent possible so that the staff members
will know what kinds of materials to acquire to meet the anticipated problems. Each state has its
own characteristics and the staff should know the Florida-State Goavernment-characteristics well, A
constant étudy of the State of Florida is essential for all Bureau staff members. They must also
know the elements of state government in general and the place of the St;ate of Florida on the

national scene.
17
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‘While all of this knowledge is of vital importance, the staff members must also analyze the

economic, social, geographic and other factors that affect the current and future events. This
analysis must be a, continuing process aricj the gathering of knowledge about the present as it
predicts the future must also be continuing. One of the best guides-to the future is the legislature
and its concerns. Because the members of the Iegi‘slature are responsive to the people as are other
elected officials, they deal with the concerns of the people. Campaign literature is often helpful in

determining future concerns that will come to the Bureau. Legislative considerations and debates "

_indicate the interests of state government,

~ Staff members should follow the deliberations of any special study committees. These committees

or conferences may be held by any branch of government, any level of government; may be held by
civic organizations, business conventions, professional societies or industrial conferences. News-
letters from other states, bills that have been introduced into legislatures in other states and bills
that have been introduced both in Florida and other states and failed to pass should all be
considered by the staff of the Bureau in anticipating the library information, reference and research

needs of State Government.

It is vital that members of the staff of the Bureau have time allowed and expenses paid to attend
state, interstate and national meetings that are concerned with the governing of the people of the
states. An exchange of information and problems with the members of similar reference services in

ment Reference Service in Florida.

7. Meeting Known and Anticipated Needs

The strEﬁch of the Bureau in meeting the known and anticipated needs of state government will be
only as great as the resources available to meet those needs. The strength of the collection of
information, reference and research materials available to it is the greatest determining factor in
success in this area other than personnel. |n acquiring the resource materials, the staff must keep in

mind the services that are required from these materials.

The problems of state government are real problems and -affect the lives of many people. The
members of the state government are dealing with the activities, the problems, the well-being of
society and the total reality of life in the State of Florida. These are concerns of the present so the

resources of the Bureau must contain current information, recent happenings, up-to-date

_knowledge. Because the government is constantly considering the future of the State, the resources

of the Bureau must also be of a forecasting nature. In both instances the resources must be practical

18
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for the present and the future but must also contain material that is presently considered to be
extreme in its approach, The Bureau must also include in its resources materials of a controversial
nature to meet the needs of state government both in the present and in the future. The Bureau
must insure that the decisions of state government are based upon continually current information
both through the selection and acquisition of materials and also through the accessibility of those

materials.

Pronounced characteristics in meeting the known and anticipated needs that the Bureau of State
Government Reference Service will have are that the library will have a unique policy, collection,
staff, services, procedures, public information, hours of service and flexibility in operation. All of
these characteristics place immediacy, utility and expediency first and foremost. The dermands on
the Service will be, almost without exception, urgent demands with a short time-frame. Flexibility
wi!l be, in many instances, the most important characteristic the Service can have as the needs of

state government do not necessarily follow an established pattern.

Important also in the Bureau of State Government Reference Service is the need to determine
priorities of materials to be maintained and included in the active library. While the standard
materials must be available to the staff within the State Library of Florida, the library of the Bureau
must be an uncongested working library with only the materials currently required close at hand.
Cooperation in all aépects of library service will be of the utmost necessity within the State Library

of Florida among the Bureaus and all staff members of the Bureaus. Practical working relationships

all needs of state government, ;

While the Bureau of State Governmenti,ﬁeference_,Ser\l}ifFe will be physically located in the R.A.

Gray Archives, Library and Museum Builéihigj satellite libraries should be developed by the State |
Library of Florida as the chasigﬂf,requires such development. These satellite libraries should be
under the direction of the’ Bireau of State Government Reference Service. Situations which may
arise that will require the development of satellite libraries include: distance from the Bureau's
headquarters; specialized library information, reference and research needs over a long period of
time: intensive need for specific specialized materials for a short period of time; a high and intense
work-load period for a definite period of time; a high and intense research need for an indefinite

period cf time. Each situation would require a different approach and consultation with the agency

“personnel involved. In some instances both material and staff would be required for the satellite

libraries. |n other instances either one or the other would be required. Constant involvement in the
needs of state government will be required by the Bureau to decide when a satellite library is

needed, the kind needed and when the need no longer exists.
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The effectiveness of meeting the known and anticipated needs of the Florida State Government will
lie in its speed of action, the completeness of the action, the accuracy of the information, and the
rapid availability of published material. The Bureau staff will acquire, organize and make available
materials with this goal of effectiveness in mind —~ currency in every respect including the
terminology utilized in indexing and organizing materials. Information contained in the library
collection will be of value to state government only if it can be retrieved and retrieved at the

moment needed.

8. Efficiency and Effectiveness of the Service

The Bureau of State Government Reference Service will, without doubt, have an increasingly heavy
sefvice load and a clientele that has a time limit on their ability to research material themselves
because of their on-going state government duties, To serve all the state government personne! who
have needs for information, reference and research service on an immediate basis will require that
the staff of the Bureau of State Government Reference Service develop the most expedient and

effective means for delivery of that service on a basis of NOW.

The detailed indexing of materials in the collection, the practice of having available only those
materials that are currently needed, the anticipation of requests with materials already prepared to
answer them and a current awareness program to keep the state government personnel informed -~
all will provide for producing the answer now. In addition, the work of the Bureau can be expedited
by having ready for utilization outlines which can be filled in when questions come to the Bureau.
By having ready a supply of blank outlines for reports, for answers to requesté requiring brief
answers and the. longer reference answers, the work of the Bureau staff can be immediately
expedited. As the service of the Bureau develops, the staff will find that certain types of
information are frequently requested so that an outline can be developed for the staff member to

fill in the requested information very quickly.

Request forms can also Be made available to the state government personnel that can easily develop
the statement of che information required from the Bureau. Some such request forms can be
developed that lvave space for the answer on the form itself when the request is for facts or brief
information. Any outlines or request forms should be developed and utilized only when they add to
the efficiency and effectiveness of the work of the Bureau through reducing the time of the inquirer

making the request and that of the staff member of the Bureau in providing the answer.

The Bureau of State Government Reference Service will also have a need to know facts about state

government and officials of Florida State Government that can be acquired only through a

20

27



questionnaire type of activity, Such gathering of facts on a current basis once, for a period of time,
will be of invaluable assistance to the Bureau and to state government, Among the type of facts that
should currently be acquired by the Bureau are biographical information concerning elected and
appointed officials; current statistical governmental data; current governmental programs; future
governmental programs; present legislative interests; future legislative interests. Such requests for
information should indicate the need to have the information on file and should also describe the
kinds of services that the Bureau can provide to state government, | f there are any specific kinds of
services that are not poscible for the Bureau to provide, such as legislative bill drafting, and it is
possible that such services will be requested, it is recommended that this information be provided to

state government and the agency that does perform the service be indicated,

It is likely that the Bureau of State Government Reference Service will receive some of the same
questions repeatedly. All questions should receive a complete and accurate answer but to save time
and to prevent a backlog of questions developing, a complete and accurate preprepared answer can
be provided to the inquirer, Care should be taken, however, to be sure that the answer is also
timely. Revision of prepared answers to repeated questions should be reviewed periodically and
up-dated accordingly. While form letters, in general, are not recommended for use, the need to
economize on time without sacrificing efficiency or personal attention to each inquiry still exists, It
is recommended that the Bureau develop guide forms for letters so that a minimum of time is spent
both by the professional and by the clerical personnel in correspondence. A quick reply will be

possible without utilizing an impersonal form letter,

The Bureau staff will undoubtedly find many means of providing excellent service and still use
efficient and effective means of doing so without losing the personal contact that is s0 necessary in
providing library service to state government. A most important by-product of any type of forms,
guide letters, recording of answers and collection of facts is the use of all of these in the compilation
of statistics to measure the use of the service. Because there must be accountability and cost benefit
information constantly available concerning the performance of the Bureau's service, work
measurement facts must be available. It is recommended that all statistics for work measurement be
kept as simple as possible and in as many instances as possible be available as the result of the
recording of work done as it is accomplished. The criteria for all form, outline, guide letter
development and statistical recording are: Do they contribute to the speed of the service? Do they
assist in the developing of the efficiency of the service? Do they enable the service to be completely

effectiva?

A second type of recording is valuable to the Bureau for the future performance of the service — the
recording of elusive information when located. It is not recommended that all requests and all
answers be filed for the future or kept for a period of time but the record of the information
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located he retamed on predecided specific bases, Criteria that can be used include: the uniqueness of
the nformation; the difficulty encountered in locating the answer to the request; the probability
that the same request will be repeatedly made; the value of the answer to the current and future
collection of the Bureau. If a sampling of the kinds of questions that come to the Bureau is
necessary at any time, such an activity can take place for a given period without involving the filing

of innumerable picces of paper with no assurance that they will ever be needed.

9, Personnel Requirements

Because the Bureau of State Government Reference Service is a library service developed for a
special service to a special clientele, it will provide services of a specialized nature and will resemble
maost closely a special library and an information center. These characteristics of the Bureau have a
direct relationship to the kind of staffing that is required for the Service to be successful. Required
for all of the personnel is a knowledge of state government, government in general and desirable for
many of the staff is a political science background. A background in librarianship is essential for
those who are performing reference service functions and a background in-research is essential for
the research specialists. Some of the staff will be required to have specific backgrounds when
employed and others will receive training on an in-service basis. The clerical staff should have a
working knowledge of Florida State Government to be of the utmost service to the work of the

Bureau of State Government Reference Service,

As the staff is developed, generalists will undoubtedly be recruited first rather than subject
specialists because staff will be built gradually. In developing an efficient and effective staff, the
proficient both in librarianship and research. !f a potential staff member is also a specialist in a
particular field of knowledge, that prcficiency will be of benefit to the information, reference and
research service being provided. It is also possible for staff members who are proficient in
librarianship and research to develop a specialization through additional training after they join the
staff of the Bureau. The need for subject specialists will increase as the work of the Bureau
develops. It is recommended that, rather than employing specialists in particular fields, the Bureau
identify specialists within the community who can, on occasion, be employed for a particular
research need. Such specialists are undoubtedly available in the Tallahassee area because of the fine
educational facilities located there and also will be available on a statewide basis. If possible, the
generalists selected for the staff of the Bureau should have a background in political science, in
public administration, social science or an allied area of knowledge. Through training, after
appointment to a position in the Bureau, a librarian and a research specialist both can acquire such
expertise. Training in the structure and working of the Florida State Government is an absofute
necessity for each staff member appointed to the Bureau of State Government Reference Service.

ERIC 29 2
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The Burcau should be staffed with a permanent full-time complement of employees. While the
Bureau will have periods of higlx“u volume questions, it is better to staff that period with the
permanent staff than to utilize temporary staff on a part-time basis. Intense familiarity with the
activities of the Florida State Government and the operation of the Bureau by the permanent staff
will be of greater value than a larger staff at certain periods who must be trained at a time when
such training is not possible because of the work-load. To perform efficiently and to provide
effective service, the staff members must be competent in their work, experienced, thoroughly
familiar with the activities of Florida State Government, with the materials within the Bureau and

the Florida State Library and with other sources of information, and self-confident in their work.

The personal qualities of the staff are of vital importance in the recruitment for the positions.
Because service is the only product of the Bureau of State Government Reference Service, each staff
member must possess an unusual desire to give that service. Alertness to the needs of people and to
the possibilities of resources is an asset for all stafl members. |magination, ingenuity, curiosity,
integrity and a wish to improve constantly in all areas of expertise will insure a successful staff. The
work of the Bureau is unique, the collection is unique and the staff must have unique qualifications
in personal commitment to provide the best possible information, reference and research service to

Florida State Government,

As an assistance to the Bureau of State Government Reference Service, both in an advisory capacity
and in a liaison role, will be the Advisory Council. The Council should be made up of people who
are in an official capacity to be of special assistance to the Bureau in the development of its

on-going work and in its current and future direction. It is recommended that the Council that

acted as Advisory to the Consultant making this study and developing this report be appointed as

Advisory Council to the Bureau of State Government Reference Service.

10. Recommended Position Descriptions

The position descriptions which follow will not be all-inclusive nor is it intended that they should
become the job specifizations for the positions. The descriptions are simply indicative of some of
the guide lines that should be followed to insure that the Bureau has an effective information,

reference and research staff.

1. Chief, Bureau of State Government Reference Service
Description:
The Chief of the Bureau of State Government Reference Service plans, organizes and administers

requirement in the performance of the duties of this position is the providing of efficient and
effective library information, reference and research service to. Florida State Government personnel,
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Typical Assignment:

Administers the Bureau of State Government Reference Service through sound planning and
organization; supervises the work of the staff of the Bureau.

Develops and imnlementsr material selection policies for the area of responsibilities of the Bureau
and coordinates with other Bureaus in the Florida State Library in related subject areas.

Maintains close liaison with the Advisory Council and with the State Agency Administrators to
insure that all are provided with needed information and service.

Maintains coopera'ive relationships with other Bureaus in the Florida State Library and with other
library and information centers in the Florida State Government.

Maintains an effective working relationship with other libraries and information centers throughout
the State of Florida,

Maintains an active relationship with similar libraries and information centers in other states and
with the Library of Congress and other federal governmental libraries.

Performs the more complex research and reference services when such assistance is required by the
staff to provide effective and complete service.

Appears before groups to describe the activities and the value of the work of the Bureau in relation
to effective state government.

Desirable Qualifications:

Education:

Degree from an accredited library school; Advanced degree i public administration, political
science or a field related to government.

Experience;
Experience in administrative iibrarianship; experience in reference and research service, preferably
in governmental work.

Personal;
Ability to maintain cooperative relationships in all areas of work; ability to meet and serve the '
public; ability to speak before groups.

2. Reference Librarian

Definition:

Receives and answers reference questions from the state employees in the Florida State
Government. Supervision will depend upon the level of the position in the organization. Source of
the questions will depend upon whether the reference librarian is serving the legislative branch of

*government, the administrative, or both.

Examples of Work:

Answers reference questions submitted by state employees, by state agencies, by state governmental
committees or by any other individual or groups of individuals related to state government.

State Government Reference Service collection.

Selects materials best suited to answer the questions that come to the Bureau and insures that the
delivery of the answer is within the required time-frame. :
Prepares bibliographies, reading lists, subject lists, current awareness activities and other such duties
as the work of the Bureau requires. _
Develops public information concerning the activities and services of the Bureau for distribution to
state agency personnel.
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Provides training in the use of the library for those state employees who wish to carry out their own
information, reference and research work.

Requirements:

Education and Experience:

Degree from an accredited library school; courses in fields of knowleqge related to government
desirable; Reference experience will vary according to the level of the reference position. Reference
work in a governmental library is a desirable qualification.

Personal;

Ability to work with the public; curiosity, ingenuity, self-confidence, ability to follow a reference
trail to the complete and accurate answer; enterprising ability to acquire needed materials wherever
threyr may be located; ability 1w speak before groups and to work successfully in a one-to-one
relationship.

3. Rosearch Specialist

Description:

To develop research studies of governmental problems and prepare reports as required to meet the
needs of the Florida State Governmental personnel,

Typical Assignments:

Assists in the development of the materials selection policy for the areas of responsibility of the
Bureau of State Government Reference Service.

Analyzes materials and prepares reports as required by the Florida State Government from materials
within the Bureau or from wherever they can be secured.

Collects and compiles materials that will anticipate needs of the Florida State Government for
research services.

Maintains liaison with state government agencies to determine the possible research needs and to
indicate areas in which research is available or can be made available.

Prepares bibliographies of research materials and detailed indexas of the contents as needed.

Assists state government personnel in doing their own research vshen such is desired.

Desirable Qualifications:

Education and Experience:

An advanced degree in public administration, political science or an allied governmental field. A
degree from an accredited library school and/or specialized work in advanced research techniques.
Experience in governmental research or in an allied field.

Personal:

Ability to concentrate on specific problems and to organize research materials into simple or
complex terms as needed; ability to work with groups on research problems and to work in a
one-to-one relationship; ability to cooperate effectively with people in the field of librarianship and
research; ability to work with the public and to provide research training.

4. Library Technical Assistant

Descriptiqn: ’

To provide support staff work to the librarians and research specialists. To have a knowledge of the
techniques of library work and research work.
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Examples of Work:

Davelop listings of materials for review by the librarians and research specialists for use in their
work.

Acquire and process materials that are needed in the work of the Bureau on a current basis under
the direction of the professional staff.

Make preliminary searches in the literature in answer to questions received by the Bureau.

Answer informational questions that are within tne training of the position.

Bring together materials related to questions received by the Bureau for the use of the professional
staff as required.

Assist in the initial preparation of reports of a varying nature.

Desirable Qualifications:

Education and Experienca:

Graduation from a Library Technical Assistant Course or at least two years in a college of
recognized standing. Experience at some level in library work.

Personal: .
Ability to work cooperatively with other staff members and with the public. Ability to learn on the
job and to advance in the complexity of duties that can be performed.

5. Clerical Staff

Definition:

To provide the clerical support for the entire Bureau in whatever capacity is required to make the
work of the Bureau effective and efficient.

Examples of Duties:

Typing of reports and correspondence; maintaining of files.

Answering the telephone and handling whatever other communication devices are available.

Making suitable and effective referrals by telephone or in person to people within the Bureau and to
other Bureaus or agencies.

Providing messenger service with speed and with good public relations.

Desirable Qualifications:

Education and Experience: _

Graduation from high school; some college education is desirable. Experience in working in another
Florida State Agency would be heipful or experience in an agency in another state,

Personal:

Ability to work cooperatively under pressure situations; ability to produce acceptable work when
the time element is a factor. An ability to meet and work with the public effectively in person and
by telephone is essential. Ability to assume more complex work as experience is acquired is a
desirable characteristic.
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11. Communications for Effective Service

For the Bureau of State Government Reference Service to provide effective service, instant

communications must be a reality. Such communications can be accomplished in several ways and

‘many already exist in the State of Fiorida. The effective and unlimited use of the present

communications system will allow for effective information, reference and research service to state
government. The telephone directory of the State of Florida, itself, is a vital link to instant
communication. Because much of the communication will be among state agencies the SUNCOM
network is most important to the Bureau. This is a long distance network dedicated for State
Government telecommunications. Other long distance telephoning will use the regular telephone
methods. There are a variety of services available through the means of the telephone which can
provide fast communication. Because the telephone is voice communication, no written message is
involved except for the notes taken at the time the message is transmitted. It is anticipated that
much of the work of the Bureau will be carried out through telephone communication for receiving
or sending or both. It is vital that the Bureau constantly explore the latest, most up-to-date,

effective and economical means of utilizing the telephone as an instant communications device.

With the use of the teletypewriter a written message is involved. This is an advantage in that less
chance for misunderstanding occurs and a record of the transaction is made at the time that the
service is requested and received. If the request is for information only, the amount of time that is
consumed is that of typing the request, locating the information and transmitting the answer.
Through constant refinement of the procedures, forms can be developed that fully utilize the

teletypewriter in the most effective means possible.

Telefacsimile provides the delivery of the text of materials as well as other information. The type of
material that can be sent rapidly and cannot be transmitted in any other way except by having the'
material in hand includes: engineering and architectural drawings; pictures; musical scores. Th;
ad\)antage of telefacsimile is that the text of any material can be sent without error and the original
material remains in the library for others to use. The utilization of telefacsimile should be explored
by the staff of thé Bureau to determine its adaptability to the work of the Bureau. Again, as with
the telephone and the teletypewriter, the staff should explore the latest equipment, its versatility,

its flexibility and effectiveness in the service of the Bureau as it develops.

Often the best means to deliver materials is by sending the actual item or a copy of the text through
the U.S. mail service. This service varies as to the location of the destination of the materials but the
Bureau can determine through working with the postal service how best to utilize the U.S. mail

service, Many areas also have a commercial delivery service which can be utilized if it is not too

34

27

costly.



O

ERIC

Aruitoxt provided by Eic:

Within the Tallahassee area, a special messenger service provided by the Bureau itself will be the
most effective means of document delivery. 1t will be found as the service of the Bureau develops
that the messenger service is ccaonomical when compared with the time that is saved and the

information that is provided.

All of these methods can be utilized by the Bureau for each supplements the other so that
maximum speed both in communicating and document delivery can be effected by a combination

of methods.

12. Summary of Recommendations

1. The State Library of Florida should be available for providing a rapid flow of information,

reference and research service to the state departments of government and their personnel,

2. The service to state government personnel should be able to provide immediate delivery of

information, of documents and have ihe capability of anticipating needs for the service.

3. The response to state agency and personnel needs for information should be immediate and

the informetion should be provided in whatever form is appropriate.

4. Adequate funding should be made available to the State Library of Florida to provide the
materials, personnel and services for making available to the Florida State Government the

information required in its work.

5. The State Library of Florida should provide the information and coordination required on a
comprehensive basis to provide information, reference and research service to large numbers of

people from a large collection of materials,

6. A Bureau of State Government Reference Service should be established in the Florida State
Library and funded to provide the needed library information, reference and research service

to state government personnel, -

7. The Division of Archives, History and Records Management should continue to provide its
specialized services.
8. The Division of Legislative Library Services — the Legislative Library should continue in its
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11.

14,

15.

16.

Specialiced agency libraries presently developed on an operating basis should continue to

provide specialized materials and services.

The Bureau of State Government Reference Service should act as the Information Center for
Florida State Government and as a Coordinating Agency in its relationship with the present

specialized state agency libraries and information centers.

The Bureau of State Government Reference Service should be established directly under the
Assistant State Librarian, staffed by twelve positions -~ with funds for materials,
communications and operations. "
The Bureau of State Government Reference Service should be established immediately with a
minimal staff and developed in a series of stages over a period of years. It should become

completely effective in five years or less.

The Advisory Council that was available to the Consultant during this study should continue
to be advisory to the State Library of Florida’s Bureau of State Government Reference

Service,

Additional resources should be immediately available from a large research library with staff
from the Bureau of State Government Reference Service headquartered in that i.ibrary. It is
recommended that the first library collection to be so utilized be that of the University of
Florida Libraries at Gainesville, Florida. The same or a similar plan can be followed with other

research libraries as needed.

Because the collection of the Florida State University Library is vitally necessary to the library
service to state government personnel, it is recommended that at least two of the staff
members employed by the State Library of Florida Bureau of State Government Reference
Service be trained by the Florida State University Library staff to utilize its collection to
supplement the collection of the State Library of Florida in serving state government

personnet,

Because the collections of the State Library of Florida will not always be immediately
available to state government personnel located in another area of Florida, it is recommended
that the public libraries in Florida develop collections and personnel to meet the working

needs of the personnel located in the service area.
3 il
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17.

18,

19

20.

21,
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24,

Many of the state government personnel are located in areas distant from the State Library of
Florida and distant from any public library. It is recommended that the Bureau of State
Government Reference Service give special attention to the needs of these employees and in

determining their needs and answering their inquiries,

It is recommended that state funding be allocated to the State Library of Florida for the
library information, reference and research service over the five year period beginning in Fiscal
1977 in the amount of $625,000 which is the estimated amount that will cover the total
funding for the full complement of personne! and an adequate collection of materials. It is
recommended that the State of Florida continue at least the same comparable level of funding
for an-going years,

Satellite libraries are recommended for establishment when, in the combined judgment of the
Bureau Chief of the Bureau of State Government Reference Service and the state agency
involved, such seems necessary. The satellite libraries will be under the direction of the Bureau

of State Government Reference Service.

It is recommended that the Bureau of State Government Reference Service indicates clearly to
the state government all of the library information, reference and research services that can be
provided. It should also indicate clearly any needed services that cannot be provided by that
Bureau and make referral to the agency or office that does provide the particular service.

Guide forms should be developed by the Bureau of State Government Reference Service to

“increase the effectiveness of the Bureau and reduce costs. In so doing, however, the Bureau

should not become impersonal but rather maintain its personal service to state government

personnel.

All statistics for work measurement for the Bureau should be kept as simple as possible.

Wherever possible, they should be the result of the recording of the work as it is accomplished.

It is recommended that questions and answers not be filed as a routine procedure but that, if a

measurement is needed, such measurement be done on a current sampling basis.

Generalists rather than subject specialists should be employed in the Bureau of State
Government Reference Service in order that the full potential of the staff be utilized at all

times,
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25,

26.

27.

28.

of staff at all times rather than staffing with part-time staff at peak load periods.

The staff of the Bureau of State Government Reference Service should make a continuing
study of communications to insure that the most effective and efficient means of sending
answers to questions is being utilized and that the most effective and inexpensive means of

document delivery is being employed.

A priority item that is recommended is the establishment of a fast, efficient messenger service
within the Tallahassee governmental area to provide for speed in answering requests for
materials and reports.

The staff employed in the Bureau of State Government Reference Service should have

education and experience in librarianship and research and should have the commitment to

fast, accurate and complete information, reference and research to state government personnel.
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APPENDICES

1. Alternate Plans for Providing Service to State Government

Before making the decisioii on the recommended plan for providing library information, reference
and research service to state government personnel, other plans were considered. One of the
methods that was considered was the establishment of a liaison librarian within the framework of
the State Library of Florida organibzaiion. The work of the liaison librarian would, for the most
part, consist of coordinating present specialized libraries or acting in a liaison capacity, organizing
libraries within the various state agencies as the need arose, provide consultation concerning the
organization and service an agency library ahould perform and organize libraries as needed and train

personnel to maintain the libraries.

While such a plan, when implemented, would provide some assistance, it appeared from a review of
the present situation with the many libraries and collections of books within the State of Florida
government that a considerable number of staff would be required in the Florida State Library for
this work: that the same organization and training would have to take place repeatedly as personnel
changed within the state government. In some instances, to organize and train staff for a small
library in an agency would require from six months to a year of work because of the complexity of
the materials involved. |n other agencies, libraries had been set up at some time in the past but the
personne! in charge had moved on to another position so the library had deteriorated into
collections of unused but valuable books. Several of the libraries were effective but for the most

part all were understaffed and underfunded. Many had no identifiable budgets at all.

To provide a liaison librarian to work with the libraries and book collections already in existence
would only perpetuate a present situation which could only grow increasingly worse because one
change unattended book, pamphlet and report collections into ongoing working libraries. While the
State Library of Florida could still continue its present service to state government and its special
service in the State Capitol during the legislative sessions, neither the staff nor the collections are

presently sufficient to provide the service needed and desired by state government personnel.

The most serious situation that would continue to exist under the liaison-only arrangement is that
of inequality of service to state personnel. To provide library service to all personnel in state
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government requires a reasonably large staff, an adequate collection, predetermined referral points
and adequate space. The availability of library service to all state personnel is not a reality unless
these requirements are met. To provide a liaison librarian only in the State Library of Florida would

not meet these requirements.

A second alternative considered was the developing of a network of state agency libraries. In such a
plan, the State Library of Florida would act in a liaison capacity, as a clear